State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Technician (Typing) 3801-1139-005 50039422 1

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

Vacant DOE / E&M Section/Construction Branch

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
R04
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Denny Brown Supervisor of Equip & Materials Section
APPROVED BY (Personnel Analyst's Name) DATE
BLS 12/24/13
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY
Under supervision of the Chief, Equipment and Materials Section or lead from a Staff Services
Analyst or the Division's Executive Secretary (who serves as technical lead for all Division clerical
staff), the incumbent provides the most difficult secretarial, administrative and time keeping
services to the Equipment and Materials Chief and Section, and employs a high degree of clerical
and office management skills.
ESSENTIAL FUNCTIONS
The duties of this position are performed with minimal or no direction and no detailed supervision
is received while work is in progress. The incumbent is expected to consistently exercise high
degree of initiative, independence and originality. The position requires good clerical skill as well
as mature judgement, initiative and tact. General work assignments are made by the Chief and
Section Staff with responsibility resting with the employee for accuracy, completeness, and
conformance with Department policies and procedures. The position will have to work
cooperatively with other Division Branches to assist other sections as needed or to cover for other
office technicians when they may be out of the office. This position requires that the incumbent
work cooperatively with others and maintain consistent and regular attendance. The specific
essential duties are but not limited to the following:

45% Prepare outgoing correspondence using Microsoft Word for the Section Chief and other staff from
handwritten materials, verbal instructions, or drafts. Typing in this assignment is of a highly
technical nature. Perform typing, editing, and formatting of letters, memorandums, tables, contract
change orders, periodic construction activity reports, 1498 details, and other correspondence as
required and in accordance with the Department's Correspondence Procedures Manual for the
Equipment and Materials Section using Microsoft Word and Excel.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Denny Brown >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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10% Receive and distribute all incoming mail. Using Microsoft Excel, log all incoming correspondence

in the Equipment and Materials Section mail control system, copy and distribute to applicable
employees for action. Maintains tickler file in Microsoft Outlook for incoming letters, tracking
action necessary to maintain timely response. Review outgoing correspondence for correct
signatures, and enclosures. Log outgoing correspondence in the Equipment and Materials Section
mail control system using Microsoft Excel, copy, distribute copies, and mail original to appropriate
addressee.

10% As timekeeper to the E&M Section, uses SAP to input and correct time entries for staff. Advises
appropriate supervisors of errors and/or corrected time entries. Runs missing time sheet reports.
Prepares monthly overtime approval forms and routes for appropriate signatures. Responsible for
preparing and maintaining tickler file for employees' probationary reports. Responsible for
distribution and coordination of Annual Performance Appraisals packets for rank and file and
supervisory employees.

10% As Mobile Equipment Coordinator for the Equipment and Materials Section’s vehicles, processes
monthly car logs, mileage summary reports, tracks assignment of vehicles, maintains maintenance
logs of vehicles, and other routine items. Assists with daily filing, maintaining of contract and shop
drawing files, and maintenance of the Equipment and Materials Section's library. May need to drive
a vehicle on public roadways to attend training or other off-site meetings.

10% Maintains Section Chief's calendar, schedules appointments using Microsoft Outlook, and arranges
meetings as requested. Acts as receptionist for the section. Screens phone calls for the Chiefs,
and when possible, refers calls to appropriate personnel within the section for action; obtains
information and responds to phone inquiries which do not require the attention of other staff
members. Makes reservations for transportation for the Chief and section employees as
appropriate. Maintains confidential administrative files.

10% As Unit Training coordinator, prepares and reviews training request documents for completeness
before and after courses have been taken. Coordinates training requests with Division Training
Coordinator. Maintains training documents for section.

5% Substitutes for the Secretary to the Chief, Mechanical and Electrical Engineering Branch. Backup
for the Equipment and Materials Section Staff Services Analyst, preparing personnel packages,
travel requests, travel advances, and travel expense claim's.
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OTHER RESPONSIBILITES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor
declared emergencies, flood, dam SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as CalEMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recover, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’s Administrative Orders.

SPECIAL REQUIREMENTS

This position requires a high degree of clerical skills and the ability to exercise good judgement
and possess the capability and willingness to make independent decisions and communicate
effectively. Must be able to work well with other people (and different personalities), deal
effectively with the public, and accept changes in priorities assigned. Incumbent must have the
ability to utilize word-processing, spreadsheet, and database software. Employee may be
requested to perform duties at a job-site location. A valid California Driver's License may be
necessary to drive personal, state, or rental vehicle on public roadways.

Ability to: Type at a speed of not less than 40 words per minute from ordinary manuscript or
printed or typewritten material.
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Denny Brown
	SUPERVISOR'S CLASS: Supervisor of Equip & Materials Section
	personnel analyst: BLS
	personnel date: 12/24/13
	PERCENT OF TIME: 


















45%








	activity: POSITION SUMMARY
Under supervision of the Chief, Equipment and Materials Section or lead from a Staff Services Analyst or the Division's Executive Secretary (who serves as technical lead for all Division clerical staff), the incumbent provides the most difficult secretarial, administrative and time keeping services to the Equipment and Materials Chief and Section, and employs a high degree of clerical and office management skills.  

ESSENTIAL FUNCTIONS
The duties of this position are performed with minimal or no direction and no detailed supervision is received while work is in progress.  The incumbent is expected to consistently exercise high degree of initiative, independence and originality.  The position requires good clerical skill as well as mature judgement, initiative and tact.  General work assignments are made by the Chief and Section Staff with responsibility resting with the employee for accuracy, completeness, and conformance with Department policies and procedures.  The position will have to work cooperatively with other Division Branches to assist other sections as needed or to cover for other office technicians when they may be out of the office.  This position requires that the incumbent work cooperatively with others and maintain consistent and regular attendance.  The specific essential duties are but not limited to the following:

Prepare outgoing correspondence using Microsoft Word for the Section Chief and other staff from handwritten materials, verbal instructions, or drafts.  Typing in this assignment is of a highly technical nature.  Perform typing, editing, and formatting of letters, memorandums, tables, contract change orders, periodic construction activity reports, 1498 details, and other correspondence as required and in accordance with the Department's Correspondence Procedures Manual for the Equipment and Materials Section using Microsoft Word and Excel.


	classification: Office Technician (Typing)
	appointee: Vacant
	dwr position number: 3801-1139-005
	sap personnel no: 
	sap position number: 50039422
	division: DOE / E&M Section/Construction Branch
	mcr: 1
	percent2: 10%
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10%





10%







10%




5%
	activity2: Receive and distribute all incoming mail.  Using Microsoft Excel, log all incoming correspondence in the Equipment and Materials Section mail control system, copy and distribute to applicable
employees for action.  Maintains tickler file in Microsoft Outlook for incoming letters, tracking action necessary to maintain timely response.  Review outgoing correspondence for correct signatures, and enclosures.  Log outgoing correspondence in the Equipment and Materials Section mail control system using Microsoft Excel, copy, distribute copies, and mail original to appropriate addressee.  

As timekeeper to the E&M Section, uses SAP to input and correct time entries for staff.  Advises appropriate supervisors of errors and/or corrected time entries.  Runs missing time sheet reports.  Prepares monthly overtime approval forms and routes for appropriate signatures.  Responsible for preparing and maintaining tickler file for employees' probationary reports.  Responsible for distribution and coordination of Annual Performance Appraisals packets for rank and file and supervisory employees.

As Mobile Equipment Coordinator for the Equipment and Materials Section's vehicles, processes monthly car logs, mileage summary reports, tracks assignment of vehicles, maintains maintenance logs of vehicles, and other routine items.  Assists with daily filing, maintaining of contract and shop drawing files, and maintenance of the Equipment and Materials Section's library.  May need to drive a vehicle on public roadways to attend training or other off-site meetings.

Maintains Section Chief's calendar, schedules appointments using Microsoft Outlook, and arranges meetings as requested.  Acts as receptionist for the section.  Screens phone calls for the Chiefs, and when possible, refers calls to appropriate personnel within the section for action; obtains information and responds to phone inquiries which do not require the attention of other staff members.  Makes reservations for transportation for the Chief and section employees as appropriate.   Maintains confidential administrative files.


As Unit Training coordinator, prepares and reviews training request documents for completeness before and after courses have been taken.  Coordinates training requests with Division Training Coordinator.  Maintains training documents for section.  


Substitutes for the Secretary to the Chief, Mechanical and Electrical Engineering Branch.  Backup for the Equipment and Materials Section Staff Services Analyst, preparing personnel packages, travel requests, travel advances, and travel expense claim's.





	percent 3: 
	activity3: OTHER RESPONSIBILITES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness,
response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.

SPECIAL REQUIREMENTS

This position requires a high degree of clerical skills and the ability to exercise good judgement and possess the capability and willingness to make independent decisions and communicate effectively.  Must be able to work well with other people (and different personalities), deal effectively with the public, and accept changes in priorities assigned.  Incumbent must have the ability to utilize word-processing, spreadsheet, and database software.  Employee may be requested to perform duties at a job-site location.  A valid California Driver's License may be necessary to drive personal, state, or rental vehicle on public roadways.

Ability to: Type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten material.
  


	supervisor name: Denny Brown
	employee name: 


